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The recommended browser is Chrome.
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Create A User Account on the Citizen Access 
Home Page. Click either hyperlink, #1 or #2.
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• Read the policy.

• Click the box to accept the terms (#1)

• Click Continue Registration (#2)
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Section 1: Login information. Choose a user name. Click the help text 

(small question marks) for additional information on a particular 

field, as needed.
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Section 2: Contact 

information.  Click Add New 

(#1).

The Select Contact Type 

drop-down menu displays 

(shown). Use help text as 

needed (blue question mark).

Select Individual or 

Organization.

Click Continue.
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Complete Contact Information Section (#1). Required fields must be 

filled before continuing.

Click Add Contact Address (#2). Citizen Access Portal requires a 

mailing address.
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Click Address Type drop-

down menu (#1) to select 

Mailing or Physical address 

type.

Address Lines 2 and 3 may 

be used for Suite, 

Apartment, Level or 

Building number. 

Click Save and Close, or 

Save and Add Another to 

add a physical address.

If adding a secondary 

address, follow the same 

steps listed here. When 

finished, click Save and 

Close. 9/28/2020



Citizen Access Portal displays a Contact address successfully added 

(#1). 

If any edits to the address are necessary, click the Actions drop-down 

menu (#2) to edit.

Click Continue (#3).
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Congratulations! The system displays a message indicating your 

account is created. Write down your username and password for 

future use.  Click Login Now to access your account. 
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• To Login, type User Name (#1).

• Type your password (#2).

• Click the Login button (#3).
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After Login, the user’s page displays (#1).
To Logout, click the Logout link on the upper right-hand 
corner (#2).
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